[bookmark: _GoBack]Adding Staff to Partnership Profile


Authorized Official (AO) or Administrator logs into MATT 2.0 at:  https://mshda-matt.org/login2.aspx?APPTHEME=MIMSHDA.   
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Click “Organization(s)”.
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Then click “Organization Members”.
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Then click “Add Members”.
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Click “New Member”.
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Type in new staff member information, assign them a username and password and select their role from the dropdown box.  Then click “SAVE & ADD to ORGANIZATION”.
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After staff has been added to the Organization, he/she will receive an email with their username and password.  After logging into MATT 2.0 they will be prompted to change their password.
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Follow the instructions listed below to addiremove/mody organization members.

Orqanization Information | Organization Members | Orqanization Documents | Organization Details

Add/Edit Members

Administrators with the authority to add members to your organization can follow these steps:
Please complete the information below. All required fields are marked with an .

Prefic  First Middle Last Suffix.
Name - L P

Tite
Email b

Username .

Password . Confirm Password .

Date Active 811812014 Date Inactive
Role —Select— v+

‘The fields below are populated with the Organization information by default However, you may edit the information in any of the fields.
“This information may also be edited by the person you are creating the profils for from their Profile page.

123test -

Address.

city  Okemos “state  Michigan ~ * Zipcode 43354 B
County  Ingham County -

Phone #1 (012) 345-6789 “ Phone #2
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Instructions:
‘Select the SHOW HELP button above for detailed instructions on the following.

Welcome Rose

Autnorized Offcial > Appling fo an Opportunity
Change picure > Using System Wessages

> Understanding your Tasks
> Managing your awarded grant
> Click Here to access MATT V1
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Please complete all the required fields below. Required fields are marked with an *

Orqanization Information | Orqanization Members | Orqanization Documents | Organization Details

Organization Information

Name
Organization Number
Non-Profit D

[Rose Test Org

EIN Number

Alternate Business Number or Cell Number

Address. 123 test -

city [oremes - state ichigan b zipcoce [0t -
County

Phone. (012)3456789  *Fax

‘Website ]

Provider o
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‘Organization Members

Administrators with the authority to add members to your organization can follow these steps:

1.To add a memberto your organization, select the Add Members link below.

2.1f:a member has already added hisher information in the System, you can Search for the member.
3.1fyou need o add a members information into the system, select New Member.

For more detailed instructions, selectthe Show Help bution above.

Current Members | Add Members

AdminRose  Agministator ~ 1152013 Taczyk, Mir_ Joshua

1162013
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Organization Members

Administrators with the authority to add members to your organization can follow these steps:

1.To add a memberto your organization, select the Add Members link below.

2.1f:a member has already added hisher information in the System, you can Search for the member.
3.1fyou need o add a members information into the system, select New Member.

For more detailed instructions, selectthe Show Help bution above.

Current Members | Add Members

Person Search leEsmcu] [Enwemnen]




